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APPLICATION FOR RECORDS DISPOSITION STANDARD _ -
- / ' C
INSTRUCTIONS: Prepare in duplicate and fé)n;vard to the Becords Mar_\agement Analyst, Management Syftems Division

3. bept , Division, Subxlivision & Administering Office Address ! fOR RECORDS MANAG_EMENT DIVISION USE
! ‘ , Dats Recaived Application No, Date Completed

Department of Finance and Administration : JU. Q. Al '
Division of Contracts and Procurement L .3’ 1978 79 \3% _UG' 8 tors
Peachtree Summit, 401 W. Peachtree St. NE | ! Apelication 2. Bept. Application No.

Atlanta, Georgia 30308 : ”

4. Person to Contact ' T T T . Working Title Maﬂ;g er of 6. Telephone Number
Joann L. Bahn Contract Control | 586-5269
:—-]t,—k\.;;-);—-'n.e(—'a;;'»—"’"-rf—v TR —== F R R T R SR R e T TS LR T T T e DRk

a. P4 Establish Retention Schedule; record will continue to accumulate,
b. [J Dispose of present accumutation; no further accumulation anticipated.
c. [0 Amend Application No. Check One: [ Change; O Superceds; [ Void
8. Dares of Series o 19, Records Series Title (followed by title used in office; if different] T
Earliest Latest Appraisers, Consultants, Equipment Sales, and Service
1972 - |Present [Uriginal Executed Contracts Files '
10Q. Division and Qffice Function What is the function of the Division and the Office in which this record series is created?

The Division of Contracts and Procurement is responsible for developing, maintaining, and
implementing Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-

~ tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and

) paintenance of all contracts and related contract documents so that they are available for
aydit and periodic review. . )

b— .

11. Record Series Description This file contains the following documents {include form numbers anﬁtlas, if any):
Attach samples of the file. . .
Documents relating to: Executing contracts to provide spegific peysonal
services, equipment, or equipment service to the
: Authority,
. Included are:

Original contracts executed by MARTA and the vendor,
contract amendments, and contract extensions.

File is arranged: Alphabetically by contractor name.
12. Mégaﬁ_ﬁ;!eren&_ﬁ;—te How often are records referrad to_v;ﬁicﬁ ;r_e:' ) T
One to six months old _5_—___ZLO___ ; Seven 1o twelve months olq 5 - _]-_Q -. : Thirteen to twenty-four months old 1 - 757 ;

twenty-tive months and older _l__- 2 _____ ?

13. Annual Rate of Accumulation of Re;:or;'ls

Letter-size drawers —_ _.. . _; Legal-size drawers .1,_.‘} - ; Other (specify)
. N

~
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YES | NO 19__99_esl|onna:re (Ptace an )g in the proper columnl R _ i _
a. ls this the official copy ‘of the sernes?
X II‘ not, where is it? ; ! . :
h. Does ti-i;_senas contain confcdenual mformauon reqarwur;é—ségﬁfh_gﬁcm;?—lf—rﬁ cite law 6f r’egulauon v T
L lx B S -
R N
X | Iris &irds havne histoniead o |t|lI(I term o esearch vaton?

X ¢ When oawet on Iwu dlociiementsy we thar Bt make of necessany bo keep the cantne Ble Lo a lopg peccd, condel hese den: At D
1 ﬂ_g@jﬂgled ed separately? o S
| 1. x | _ .1 _istheinformation contained in this ‘ﬂﬁi""fﬁ,"“!"ff‘.‘f“ Iy V"“ L"EF[‘_‘F”V S

g. Is the information contained in this series ever analyzed and/or recorded in a summanzed raport?

X If yes, attach copy.

" h. s there 8 duplication of this series in your office, of in another office or agency? .

X I ves, where7 e
e ____}_c_ﬂ L _l_s_thns series {ora ma;oigornon of rt) Vriegu“liarly_nm‘lg_rgf_sl#mjgfw e

x i. Does the record saries rebult in a computer printout? ) o
_13_”7 Retention Hequ-rememsj— T T The following requires the”s;n;s—t.o_b:l:;;t__ ST e *ﬁ__mw

a. State Law —— . years, d. Audit period : —— ~. years,
b. Statute of limitation e e YRATS, : e. Administrative need — e YeATS.

¢. Federal jaw — e - YeArS, f. Federal retention instructions = . years. M
| W 7#:. PAeTH W

Attach copy or gxcert of laws or regulations. Explain administrative need.

umrt Eo.m. ILD-Y4  Yn/w

e - T p——— e ———— e

16. Approved Disposition instructions This agency recommends lhat the file series be cut olf al the end of each

{1 Catencdtn Year; 1)) Fiscal Vear: D Other _AQ"MJ'N—__ e e —___ then,

[} Hold in the current filesarea . ______monthls) _ _ _ _ _ __ year(s); then
0] Transfer to local holding area; hold . year(s); then
O Transfer to State Records Center;hotd ____ __ _ _ vyear{s}; then

0O Destroy. .
[ Transter to State Archives 16r permanent retention. o
B Other (Specify)

'Hold in current files area two years after completion of contract.

Then: transfer to Authority Records center, Hold for three years
past completion of MARTA project; then destroy. -

These instructions apply to all prior and future accumultations of the seres

“ﬂ(]l(‘dle hneiiv rationale lor recommendlationy iilUUP/{)r wiite aclihiional remarks):

e it - 3 VAT P

17. APPROVALS
poroved  Department Records Management Officer  Date T "Apprpve

oved iepartmnnt ‘of Archnvc and Hus'rorv B

Appmvud " MARTA Managamem Advisorv Commitres ""Deate

]rovod " Records Man genent Analvst
L, / 3/ a!%




